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The Process

Gather Course Catalog Information

Subject Area Codes
Subject Area Titles
Course Codes

Course Titles

Course Descriptions
Other Course Information:
Grade Span, Credit, Level,
Assessment Code

Download CourseWalk Templates
from the Course Info Upload page.

e  Subject Area CourseWalk
Excel Upload template

e Local Course to State

CourseWalk Excel Upload

template

DataSpecs™ Training Outline

Enter Course Catalog Information into
CourseWalk Excel Upload templates

e  Subject Area CourseWalk
Excel Upload file

e Local Course to State
CourseWalk Excel Upload file

A
Import and Validate CourseWalk
Excel Upload files

e  Subject Area CourseWalk
Excel Upload file

. Local Course to State
CourseWalk Excel Upload file

f

Using the Course Recommendations

Validation Errors

No Validation
Errors

View the Violation Summary
Report and correct the
appropriate CourseWalk
Excel Upload file

Use the Local Subject Area page or
the Local Subject Area to State page
to map local subject areas to
improve CourseWalk’s course
mapping recommendations
(OPTIONAL).

v
Run Local to State
AutoMapping and make

for each unmapped course on the There are
Local to State Course page, < unmapped <
individually map the remaining courses
courses.
I
Run CourseWalk report
. State Course Catalog
There are
< unmapped
courses

4
On the Local Course to State page,

each of the unmapped courses.

appropriate selections

Everything is mapped

Report unmapped courses to SEA

use the State Course Catalog There are for SEA to review possible additions
CourseWalk report to manually » unmapped » to state course catalog.
select the appropriate mappings for courses

Run the appropriate CourseWalk reports
to export the course catalogs with the
state mappings.

. Local Course Catalog with
State Mappings

. Local Course Catalog with
State Mappings Excel
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Walk-through Use Cases and Exercises

*irkPlease noterrrrx
Before loading any of the files into CourseWalk, you must enter your district’s code in the proper column
in the sample CourseWalk Excel file you are going to load. Please see the AZ District Code section for

your district’s code.

1. Add a local subject area from the Local Subject Area page.

1.1. Click on the CourseWalk tab.

1.2. Click on the Subject Areas tab.

1.3. Click on the Local Subject Area page.

1.4. Click the Add New button.

1.5. In the pop-up window, select the Add New radio button and click the Add Item button.

1.6. Fill out the Basic Information section for the subject area English. Enter “ENG” for the Local
Subject Area Code, “English” for the Local Subject Area Title, select “01-English Language and
Literature” for the State Subject Area Code, and select the district your user is assigned to in the
District pick list.

1.7. Click the Save button.

Notes:
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AutoMapping ¥ | Courses v | Course Info Upload | Coursewalk
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Home } CourseWalk b
e Local Subject Area

Welcome Ky le Logout

State Subject Area

Filter Local Subject Area selection
ctive Only Local Subject Area selection
OoR
District Schaal =
|—select—- | [—Select—

Basic Information
Local Subject Area Code* Local Subject Area Title* State Subject Area Code SCED Subject Area ID

‘ Il —Select— ~ || —Select— v
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Repositories Outputs and Reports

Elements Option Sets
SCED Course Levels
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Home P CourseWalk b ENG
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2. Upload Local Subject Area file.

2.1. Click on the CourseWalk tab.

2.2. Click on the Course Info Upload page.

2.3. In the File to be Uploaded section, select Local Subject Area.

2.4. In the Upload section, click Browse and select the file, “LocalSubjectArea.xls.”

2.5. Click the Validate and Import button.

2.6. There should be a message that reads, “There are no violations for the uploaded data. Please
click the Upload/Commit button to upload.” Click on the Upload/Commit button.

2.7. A pop-up message should appear that reads, “There are <6> elements which will be added to the
Local Subject Area.” Click the OK button.

Notes:
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3. Upload Local Course to State file and correct validation errors.

3.1
3.2.
3.3.
3.4.

3.5.
3.6.

3.7.

3.8.

3.9.

Click on the CourseWalk tab.

Click on the Course Info Upload page.

In the File to be Uploaded section, select Local Course to State.

In the Upload section, click Browse and select the “LocalCourseToState — Heading Violation.xIs”
to be imported.

Click the Validate and Import button.

A pop-up window should appear titled, “Format Violation Listing.” This is because one of the
columns was misnamed. Click the Close button.

Now, like steps 4 and 5, select the file named, “LocalCourseToState — Other Violations.xIs” and
click Validate and Import. This file has the correct column headers.

Another pop-up window should appear titled, “Top Level Violations Summary Listing.” This gives
an overview of the violations in the uploaded file. Click on the Violations Summary Report button
to view the errors in Excel.

Close Excel and click the Close button on the Top Level Violations Summary Listing pop-up

window.

3.10.Repeat steps 4 and 5 again, this time selecting “LocalCourseToState.xls” which does not contain

any errors.

3.11.There should be a message that reads, “There are no violations for the uploaded data. Please

click the Upload/Commit button to upload.” Click on the Upload/Commit button.

3.12.A pop-up message should appear that reads, “There are <4> elements which will be added to the

Notes:

Local Subject Area.” Click the OK button.
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local_course_name local_course_name.
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4. Use AutoMapping to make initial run of Local Course to State mapping
4.1. Click the CourseWalk tab.
4.2. Click the AutoMapping tab.
4.3. Click on the Local Course to State AutoMapping page.
4.4, In the Filter section, select the Unmapped Only radio button, select your training District, and then
click the Filter Local Courses button.
4.5. Go through the course recommended course mappings and select one of the recommended state
courses or the Unmapped radio button for each row and then click the Save button. Please leave
Health ED Independent Study unmapped as it is used in the next example.
45.1. Please notice that if you hover your mouse over the course title, the course
description will appear.

Notes:
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5. Use Local Course to State Page to find individual course recommendations.

5.1. Click on the CourseWalk tab.
5.2. Click on the Courses tab.
5.3. Click on the Local Course to State page.
5.4. In the Filter section, select your training district and click Filter Local Course Selections.
5.5. In the Local Course Selection section, select the course “Health ED Independent Study.” Please
?eo(;ice that the previously mapped courses are black with an “(m)” while the unmapped course is
5.6. Click the Find State Recommendations button.
5.7. You will be taken to the Mapping Recommendation page. Select the Subject Area that best fits
the course to filter the mapping recommendation, Physical, Health, and Safety Education.
5.8. Click the Map to this Course radio button for the course to which you would like to map. This
course should be mapped to “Health Education — Independent Study.”
5.9. Click on the Save button.
Notes:
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How-to Guide

Introduction

This document is a “How To” guide for the specific steps you should follow as an LEA to use the CourseWalk tool

to upload your local course catalogs and map them to the Arizona state course catalog.

Walking Through the Process

Log-in to DataSpecs and Navigate to CourseWalk

Type “AZ.d3m.com” into your internet browser.

b. On the log-in screen, for your username, type in “district#” and then your district’s
number (Ex. district#5).

c. For your password, type in “district#”, then your district's number, and then “!” (Ex:
district#5!).

d. Click the Login button

ALASKA DEPARTHENT OF EDUCATION AND EARLY DEVELOPHENT —
— =) b W fn X f - ESP Solutions Group
| ESP Solutions Group %’j\f W\t f el /1 B
EDUCATION A R /. : ’ i

DataSpecs™
I RN Epepe—mmE N Epe
[ [ N S

Quality Data for Decision Making

User ID :
=-DataSpecs Reports

=-[_iCollections
i~ [E] Collection Rules by Item

Password :
Forgot Passward 2

..... E il Administrat,
(8] collection List by Month mail Administrator

i [l pata Collection by Program Office (Active Only)
Data Collection by Program Office
Data Collection by Steward
i~ E] Data Collection by Steward (Active Only)
Data Collection Summary
| [ collection Details
Data Collection Summary (Active Only)
L [E] Collection Repository Mapping Detail Report
i~ [E] Collection Cycle Report
(8] collection FileSpec
|- @ collection List
=+ [_iFile Spec Reports
Collection Option Set Details

Collection Item Details

Zl collection Rules |
v5.5.0.0 i@ ESPSolutions Group
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Download the Excel Local Subject Area template and Local Course to

State template

a. Navigate to the CourseWalk -> Course Info Upload page.
b. For File to be Uploaded, select Local Subject Area.

c. Click Download Template.

d. Save the template.

e. Repeat to download the Local Course to State template.

DaftaSpecs»

Welcome Ky le Logout

\ Collections Qi Reposilories Tables Uul;;uts (Reports) Option Sets
1] - Items % Options
Items }j‘ 9 B
Fields Sy

4 \ _
seed Jf ESP Solutions Grouj
ESP Solutions Group im = O ) LN ‘_" :“-“ A y |

DataSpecsm™

2 po
Collections Repositories Outputs and Reports Elements Option Sets Search Support CourseWalk™ Sy3 dministration
AutoMapping ¥ | Courses ICED Course Listings | SCED Course Levels | Subject Areas ¥ | Subject Area Mappings¥ Course Info Upload | CourseWalk Reports |

Home b CourseWalk ¥ Coff§j Info Upload »
Course Info Uploag' welome Kyle Logout j
File to be Uploaded: upload:[  |[Bowse_]
v5.5.0.0
. Validate and ImpurtJ . Download Templnle]' Cancel
¥5.5.0.0 ESP Solutions Group
T —
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Transfer your local course catalog information into the two Excel
spreadsheets.

a. Firstfill in the Local Subject Area template. Please refer to the AZ CourseWalk
Annotated Templates - Pilot.xIsx file for definitions of each of the template’s columns
(Note that local subject areas must be entered into CourseWalk before local courses
may be loaded.). Save file as an XLSX file. Please see the below diagram for an
example of subject areas.

b. Next, fill in the Local Course to State template. Please refer to the AZ CourseWalk
Annotated Templates - Pilot.xIsx file for definitions of each of the template’s columns
(Note that local subject areas must first be entered into CourseWalk before local courses
may be entered.). Save file as an XLSX file. Please see the below diagram for an
example of courses within a subject area.

c. Subject Area and Course Hierarchy — Courses are grouped into subject areas. Below is
an example of the Arizona subject area and course hierarchy to help demonstrate what

subject areas and local courses are and the difference between the two.

a. Examples:

i. AZO01 - English Language and Literature
1. 001 — English/Language Arts | (9" grade)
2. 002 — English/Language Arts | (10" grade)
3. 003 — English/Language Arts | (11" grade)
4. 004 — English/Language Arts | (12" grade)
5. 005 — AP English Language and Composition

ii. AZ02 — Mathematics
1. 001 - Informal Mathematics
2. 002 — General Mathematics
3. 003 — Particular Topics in Foundation Math

Page 15 :
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Upload Local Subject Area and Local Course to State files.

a. Navigate to the CourseWalk -> Course Info Upload page where you downloaded the
templates.

b. For File to be Uploaded, select Local Subject Area.

c. Next to Upload, click on the Browse button.

d. Select your Local Subject Area file.

e. Click the Validate and Import button at the bottom right of the screen.

f.  You will either get a message saying that there are no violations or you will get a pop-up
window with a list of validation errors (Make sure your browser is allowing pop-ups
and/or the pop-up window did not appear behind your active page).

g. If there are validation errors, click the Upload button. You have now imported your
subject areas. Please repeat the process for the Local Course to State file.

h. If there are validation errors, click the Violation Summary Report button to export your
errors into an Excel spreadsheet. Please refer to the DataSpecs Upload and Validation
Error Message Descriptions.pdf file for questions referring to validation errors. You will
need to update your file to correct any errors and repeat this series of steps.
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Local Course to State AutoMapping

a. Navigate to the CourseWalk -> AutoMapping -> Local Course to State AutoMapping
page.

b. Select the appropriate filters for the courses which you want to map and the number of
courses you would like to display per page.

c. Do aninitial run of mapping your local courses to the recommended state courses (Local
courses are on the left side of the screen and the top three recommended state courses
are on the right side). You can choose to map to one of the recommendations or choose
to leave the course unmapped.

d. Click on the Save button as you are ready to accept your selected mappings.

ESP Solutions Group ESP Solutions Group |
. DataSpecs*

Welcome Ky le Logout |

Option Sets ‘
no

':.‘,\ Collections ; i Repositories Tables
- M
Ite

a ESP Solutions Group ESP Solutions Group
i DataSpecs™

. 1 p
s i rse Lev ject Ar ject Ar ings - - " "
s to SCED AutoMapping Welcome Ky le Logout |
State Courses to SCED AutoMapping
Courses to Display =

® Unmapped Only District: [~Select— v| Local Subject Area:
O mapped only School: |~5elect— v [“select— v o u Set
O Mapped Differs from Auto

N Filter Local Courses.

q 1% (9) © 104 - Accounting 37(3) C 051 - Introductory Business
24 (4) O 052 - Business Management O Unmapped

HL0O1 - th Health 1%(2) =053 - Community Health 37(1) C 201 - Physical Education Health Drivers Education
27 (1) (051 - Health Education ) Unmapped

One or more additional courses have the same weight. Using the Local Course to State mapping feature is rec

Ouwm

H9610 - Acting I 1% (1) © 051 - Ar Conditioning 37(1) O 160 - 1B Physical Sdence
27(D O 116 - Automotive Body Repair and Refinishing—Comprehensive Oumapped
One or more additional courses have the same weight. Using the Local Course to State mapping feature is recommended.

AR0BE - Adv Ceramic 1A 1#(3) () 154 - Creative Art—Comprehensive 3%(1) 151 - Art Appreciation
24 (2) © 173 -1B Art Design O Unmapped
One or more additional courses have the same weight. Using the Local Gourse to State mapping feature i rec ded =
1>
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Individual Course Mapping

Navigate to the CourseWalk -> Courses -> Local Course to State page.

b. Select the appropriate filters and click the Filter Local Course Selections button.

c. Inthe Local Course Selection drop-down, all of your local courses will be listed. Any
course with a “(m)” at the end of it has already been mapped to a state course and any
course in red text has not yet been mapped.

d. Select an unmapped course from the Local Course Selection drop-down.

e. To map this course you have two options.

i. Option 1: In the State Mapping section, select the Subject Area Code and the
Course ID for the state course to which you would like to map the local course. You
can use the CourseWalk report State Course Catalog to assist in choosing the
appropriate state course (CourseWalk -> CourseWalk Reports -> State Course
Catalog). Then click the Save button.

ii. Option 2: In the State Mapping section, click the Find State Recommendations
button. This will give you all the course recommendations for the selected local
course. You can filter the results down by Subject Area if need be. You can look
through the pages of results and once your find the appropriate match, click the
Map to this Course radio button and then click the Save button.

f. Repeat for all unmapped local courses.
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Local Course Description Comment
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Running CourseWalk Reports

Navigate to the CourseWalk -> CourseWalk Reports page.

b. Click on the hyperlink to the report you would like to run. The two most useful for
reviewing your state mappings will be the Local Course Catalog with State Mappings
and the Local Course Catalog with State Mappings Excel reports.

c. Review your mappings with either of these reports, and update your mappings in
CourseWalk as needed.
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